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: an s? : 


i. The overall Finance requirements at thi - Ira tali 
have Jix rtutd to such a point that it is lepers* nr «« rule- 
s' ent this Section with additional professional help, 

2» W« are forwarding a current positio n de scripti on., for 
Position 3303, which is incumbered 

posit i cn is designated as a flexible position on out T/tJ end w* 
strongly recommend an eddi t *1 employe . to. the r A-a<i tc o' 

category, he selected and assigned to this function. 


the individual 
This 


3. If the above is ap proved, we 

selected arrive 1 June W»4. 

iitcide with the aepart^^oli 

Position 4051. Me do oot require a Headquarters replac«0<mt fc 
Position l653y hut will fill it from available contract ippildtuite, 

4, We dee ire to enphoeise again our need is for professional 
assistance if we §re to cope with the requl resient s idtich, of 
necessity, heve been levied on our Finance Section. 
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MSMSIftHDUli PC®: Comptroller 


mm cr 


* *atabMahaenl^>f an SP Position, PE Division, 


25X1 A 


1. the Chief, PE Division, has requested the esta bli sh- 
Mg^^an additional Finance Officer position, 03-09, in 

2. Please Indicate your concurrence and/or cements 
and return the original of this aeaorandum for our records. 


25X1 A9a 


emwt 

25X1 A9a 

~ Ccmptarolier 


.ssistant SSA. (Personnel) 


2 2 JUN 1982 
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Finance Officer - G3-11 

Finance Section 


Poaition 3303 


I. PPTIBS AHP RBSPOHSIBIUTISS 

Responsible for assisting the Chief, Finance Office, in establishing 
and Maintaining financial records and office procedures. Assists in the 
processing and review of the activities of the Finance Office. Originates 
correspondence and conducts administrative audit of vouchers, accountings 
sad claims submitted to the Finance Officer. Assists in the reconciling of 
the financial accounts with the financial property accountability, specific- 
ally this responsibility includes: 

A. Assists in the establishment and maintenance of financial records 
in accordance with Clsss A Station Accounting and Reporting Procedure s 

25xi a 

^Snia^S!lc^o^origina^nt!^^wSsidiar^legers^S5etar^iccwnts 
and other records ss required. 

B. Renders opinions to the Chief of Finance Section regarding the 
interpretation of Headquarters sad other regulations and directives 
applicable to Fiscal Procedures and assists in the implementation of 
such procedures. A thorough knowledge of Organization Regulations, 
Joint Travel Regulations, S tandardised Government Travel Regulations, 

25X1 A i» required. Assists in the advice to 

statio^peraonne^o^lnterpretat ions of the regulations and renders 
assistance where needed in complying with these directives. 

C. Assists in the preparation of budget estimates in conjunction 
with each office in accordance with expenses peculiar to their 
respective function, i.e. , Personnel Office for salary and allowance; 


25X1 c j^, t v„, - '' : ; . ' v ! : ' '' " : ' ■ ■ : ■ : 1 ‘ 

^informationMfe^subnissioi^^th^Chief^Financ^Jfric^fo^ii^revlew 

and action. 

D. Audits vouchers and accounting and claims submitted to the 
Finance Office for the purpose of determining the property of the 
transaction, compliance with regulation and procedures, the adequacy 
of the domumen t at ion and Justification, and funds have been obligated. 






